
ATTLNTIOKj Executive for Admiidstratlon am d Management 
Subject t Testing and Classification Programs in OSO 


1. Bef«rea»s Is aadte to ths memorandum of the Executive for 
Administration end Management, dated 5 February 194S, subject as above. 
This setter has been discussed by the Chief, Psraoaoal Bramah, AM, the 
Executive Officer and Chief, Personnel Division, OSO, and the fbHeeiag 
plan of Special operations is submitted for your Inf creation! 

(1) All OSO stenographic and olsrleel personnel being 
initially eoployed by OSO rill be teeted for mechanical 
proficiency by Personnel Branch, AM. This is not to be 
sonetrued to include appointments to departmental positions 
by transfer of overseas personnel from unvouchered funds. 

(2) All stenographic and typist personnel of OSO being 
considered for promotion, change of job or transfer between 
departmental and tmvouohered positions will be tested by the 
ISO Personnel Division prior to promotion. These tests will 
be for mechanical proficiency only. Ifceh recommendation 
aubeitted t© the Director for prom ot i on will bear certifi- 
cation by the Chief, Personae! Division, OSO, or his Deputy, 
be the effect that employee has successfully passed the test 
for nachanleal proficiency for the grads Involved. Ihq&oyeee 
who have been previously tested and eho have successfully 
completed tests within the job classifications stipulated on 
the promotion action will not be required to take another 
examination. Likewise, employee* who have successfully 
completed Civil Service Examinations under the job classifi- 
cation stipulated on the action will not be required to 
complete further tests. 

(3) Tests to be given by OEQ will be standard typist 
u*i stenographic examinations. The to sting materials used 
will be those utilised for other activities of CIA, 



Approved For Release 2001^^|^^)^-fiOIP78-i 

- 2 - 


(/) iovsvcr. rima dea*ed fiBWltlfiBSll? M wai - SQBDedisut 
And for the food of the service, mim of inadequate test 
results will be «sd« personally hgr the Assistant Direarteri «f 
Speoial Operation*. In each o&ee the Assistant Director of 
Special Operations will personally sign tits Fronting 
recasweadatlsn as an indication of necessity and desirability 
for such action. 

*>. egftjqflttg 

(1) Tbs Chief, Per s o nne l Division, 060, or his Deputy, 
will certify on eaeh 37-3 r s eonasnft atlen for promotion or 
change is field of responsibility that tbs Individual reeoss- 
wended is perforaise the duties for the position for which hs 
Is recoEBBenied. This certification will be aade from personal 
knowledge of the Individual and the Job which he is pejorating, 
or cm a result of tbs desk audit, which will be perforated by 
Chief, Personnel Division, 060, er his Deputy. Tbs ap proved 
Job descriptions, a# received flww Idas Civil Service Consission, 
will be need as the official standard for each presoiios 
considered. 


SOSMLB H. G ALLOW AT 
Assistant Director 
Special Operations 
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